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36 CFR Ch. VII (7–1–03 Edition)§ 701.4 

equipment may be inspected upon leav-
ing Library buildings in order to pre-
vent the improper removal of property 
belonging to the U.S. Government. 

[51 FR 22073, June 18, 1986]

§ 701.4 Information about the Library. 
(a) Information about the Library. It is 

the Library’s policy to furnish freely 
information about the Library to the 
media. All requests from the media, for 
other than generally published infor-
mation and Library records, should be 
referred to the Public Affairs Office. 

(b) Public Affairs Office. The Public 
Affairs Office shall have the principal 
responsibility for responding to re-
quests for information about the Li-
brary from representatives of the 
media; giving advice to Library officers 
and staff members on public-relations 
and public-information matters; keep-
ing the Librarian and other officers in-
formed of important developments in 
this field; and promoting the resources 
and activities of the Library. 

(1) During regular office hours (8:30 
a.m. to 5 p.m.) telephone operators 
shall refer requests for information, 
from the media only, about the Library 
to the Public Affairs Office. All other 
requests for information shall be re-
ferred to the National Reference Serv-
ice or other appropriate offices of the 
Library. 

(2) All other Library offices and staff 
members who receive inquiries directly 
from representatives of the media for 
information about the Library, other 
than generally published information, 
shall refer such inquiries to the Public 
Affairs Office. 

(3) The Public Affairs Office shall re-
spond directly to inquiries concerning 
the Library, calling upon other offices 
to supply information to it as nec-
essary, or shall arrange for other of-
fices or staff members, as appropriate, 
to supply such information directly 
and report back to Public Affairs after 
the contact has been made. Requests 
for Library of Congress records, how-
ever, shall be made in accordance with 
36 CFR Part 703. 

(4) When the Public Affairs Office is 
closed (evenings, Saturdays, Sundays, 
and holidays), requests from the media 
for information about the Library shall 
be referred to the Public Affairs Officer 

at his/her home. In the event that per-
son is not available, inquiries shall be 
referred to the Acting Public Affairs 
Officer, or, in turn, a designated public 
affairs specialist. 

(c) Other Library Units and Staff Mem-
bers. All Other Library Units and Staff 
Members shall be responsible for keep-
ing the Public Affairs Office fully and 
promptly informed of contacts with the 
press, except in those instances of rou-
tine reference inquiries; supplying the 
Public Affairs Office with any data it 
requires in order to respond to inquir-
ies from representatives of the media; 
and reporting promptly to the Public 
Affairs Office substantive contacts 
with media representatives about the 
Library and its policies or activities. 

[65 FR 11736, Mar. 6, 2000]

§ 701.5 The Library’s reading rooms 
and public use thereof. 

(a) All members of the public wishing 
to use materials from the Library’s 
collections first must obtain a User 
Card. The Library will issue User 
Cards, in accordance with established 
access regulations, to those persons 
who present a valid photo identifica-
tion card containing their name and 
current address. The Library-issued 
User Card will include the name, 
digitized photograph, and signature of 
the user. It must be presented when re-
questing materials housed in the book 
stacks or other non-public areas or 
upon request of a Library staff mem-
ber. In accordance with Library regula-
tions which prescribe the conditions of 
reader registration and use of Library 
materials, presentation of a User Card 
may be required for entry into certain 
reading rooms. The Library will main-
tain the information found on the User 
Cards, including the digitized photo-
graph and other pertinent information, 
in an automated file for collections se-
curity purposes. Access to the auto-
mated file shall be limited to only 
those Library staff whose official du-
ties require access. The automated file 
shall be physically separated and ac-
cessible only from inside the Library. 

(b) Materials in the general classified 
collections of the Library are serviced 
in the Main and Local History and 
Genealogy reading rooms (Thomas Jef-
ferson Building), and the Science and 
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